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THE PUBLIC CONSULTATION
TRACKING SYSTEM USER GUIDE

1. Introduction

|.1 Purpose

NOAA!'s National Marine Fisheries Service is the federal agency, a division of the Department of
Commerce, responsible for the stewardship of the nation's living marine resources and their
habitat. NOAA's National Marine Fisheries Service is responsible for the management,
conservation and protection of living marine resources within the United States' Exclusive
Economic Zone (water three to 200 mile offshore). Using the tools provided by the Magnuson-
Stevens Act, NOAA's National Marine Fisheries Service assesses and predicts the status of fish
stocks, ensures compliance with fisheries regulations and works to reduce wasteful fishing
practices. Under the Marine Mammal Protection Act and the Endangered Species Act, NOAA's
National Marine Fisheries Service recovers protected marine species (i.e. whales, turtles)
without unnecessarily impeding economic and recreational opportunities.With the help of the
six regional offices and eight councils, NOAA's National Marine Fisheries Service is able to work
with communities on fishery management issues. NOAA's National Marine Fisheries Service
works to promote sustainable fisheries and to prevent lost economic potential associated with
overfishing, declining species and degraded habitats. NOAA's National Marine Fisheries Service
strives to balance competing public needs.

.2 Overview

The Public Consultation Tracking System (PCTYS) is an information management system covering
National Marine Fisheries Service (NOAA Fisheries) consultations under the Endangered
Species Act (ESA) and under the Magnuson-Stevens Fishery Conservation and Management Act
sections 305(b)(2) & 305(b)(4) Essential Fish Habitat (EFH).

The National Marine Fisheries Service is responsible for administering Section 7 of the ESA and
Section 3, EFH, of the MSA.

* Under Section 7 of the ESA, a Federal action agency is required to consult with NMFS to
ensure that any action that it authorizes, funds or carries out is not likely to jeopardize
the continued existence of any listed or proposed species or result in the destruction or
adverse modification of designated or proposed critical habitat.
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Under Section 305(b)(2) of the MSA, Federal agencies must consult with NMFS
regarding any of their actions authorized, funded, or undertaken, or proposed to be
authorized, funded, or undertaken, that may adversely affect EFH.

NMFS headquarters is located in Silver Spring, MD. NMFS is divided into six geographic

regions. Alaska Region, Northeast Region, Northwest Region, Pacific Islands Region,
Southeast Region, and Southwest Region.

There are four basic roles in the consultation workflow process. The following are descriptions
of these roles:

PCTS User Guide

Service —The U.S Fish and Wildlife Service (USFWS) and the National Marine Fisheries
Service (NMFS) share responsibility for administering the ESA.

Federal Action Agency —

7(a)(1) of the ESA directs Federal agencies, in consultation with and with the assistance
of the Secretary of the Interior or of Commerce, as appropriate, to utilize their
authorities to further the purposes of the Act by carrying out conservation programs
for listed species.

7(a)(2) of the ESA requires every Federal action agency, in consultation with and with
the assistance of the Secretary, to insure that any action it authorizes, funds or carries
out in the United States or upon the high seas, is not likely to jeopardize the continued
existence of any listed species, or results in the destruction or adverse modification of
critical habitat.

7(a)(3) of the ESA authorizes a prospective permit or license applicant to request the
issuing Federal action agency to enter into early consultation with the Service on a
proposed action to determine whether such action is likely to jeopardize the continued
existence of listed species or result in the destruction or adverse modification of critical
habitat.

7(a)(4) of the ESA requires Federal agencies to confer with the Secretary on any action
that is likely to jeopardize the continued existence of proposed species or result in the
destruction or adverse modification of proposed critical habitat.

7(c) of the ESA requires Federal agencies to submit biological assessments if listed
species or critical habitat may be present in the area affected by any major construction
activity.

7(d) of the ESA prohibits Federal agencies and applicants from making any irreversible or
irretrievable commitment of resources which has the effect of foreclosing the
formulation or implementation of reasonable and prudent alternatives which would
avoid jeopardizing the continued existence of listed species or resulting in the
destruction or adverse modification of critical habitat.
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* 7(e)-(o) of the ESA provide procedures for granting exemptions from the requirements
of section 7(a)(2).

* Non-Federal Representative (NFR) — 50 CFR § 402.08 A Federal action agency
may designate a non-Federal representative (e.g., a state agency) to conduct informal
consultation or prepare a biological assessment by giving written notice to the Director
of such designation. If a biological assessment is prepared by the designated NFR, the
Federal action agency shall furnish guidance and supervision and shall independently
review and evaluate the scope and contents of the biological assessment. The ultimate
responsibility for compliance with section 7 remains with the Federal action agency.

* Applicant — Applicant refers to any person who requires formal approval or
authorization from a Federal action agency as a prerequisite to conducting the action.
The applicant provides information to the Federal action agency regarding the proposed
action. The applicant can be the party who carries out the approved or authorized
action, and who carries out the terms and conditions in the biological opinion, if any.

Applicant-related regulations:

o 50 CFR § 402.08 - If a permit or license applicant is involved and is not the
designated non-Federal representative, then the applicant and Federal action
agency must agree on the choice of the designated non-Federal representative.

o 50 CFR § 402.14(e) - If an applicant is involved, the Service and the Federal action
agency may mutually agree to extend the consultation provided that the Service
submits to the applicant, before the close of the 90 days, a written statement
setting forth: (1) the reasons why a longer period is required, (2) the information
that is required to complete the consultation, and (3) the estimated date on
which the consultation will be completed. A consultation involving an applicant
cannot be extended for more than 60 days without the consent of the applicant.
Within 45 days after concluding formal consultation, the Service shall deliver a
biological opinion to the Federal action agency and any applicant.

o 50 CFR § 402.14(f) - The responsibility for conducting and funding any studies
belongs to the Federal action agency and the applicant, not the Service.

o 50 CFR § 402.14(g)(5) — The Service may discuss with the Federal action agency
and any applicant the basis for any finding in the biological opinion, and the
availability of reasonable and prudent alternatives (if a jeopardy opinion is to be
issued) that the agency and the applicant can take to avoid violation of section 7
(2)(2).The Service will utilize the expertise of the Federal action agency and any
applicant in identifying these alternatives. The 45-day period in which the
biological opinion must be delivered will not be suspended unless the Federal
action agency secures the written consent of the applicant to an extension to a
specific date. The applicant may request a copy of the draft opinion from the
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Federal action agency. All comments on the draft biological opinion must be
submitted to the Service through the Federal action agency, although the
applicant may send a copy of its comments directly to the Service.

PCTS User Guide
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|.3 PCTS Web Site

The PCTS Homepage is located at: www.pcts.noaa.gov.

The PCTS web site is available to all users via the internet. However, in order to perform

additional functions within the system, a login is required for both federal agency users and
NMFS users.

1.3.1 System Requirements
Accessing the system is available from a user’s workstation using one of the following internet
browsers:

Internet Explorer 7.0 and above
Firefox 3.7 and above

1.3.2 Getting Started

PCTS is intended for use by the public, federal action agencies, as well as the NMFS user. PCTS
can be broken down into four main queries: Consultation Query, Corps Permit Query, Federal
Agency Status Query, and the NMFS General User Query. In addition,a NMFS user can be
categorized as a general user, data entry user, or an admin. A NMFS Data Entry user and a
NMFS Admin user have additional privileges that allow them to modify consultations.

Both the Consultation Query and the Corps Permit Query functions are public searches and do
not require a user to login. However, the Federal Agency Status Query and the NMFS General
User Query functions require a user account and password.

1.3.3 Obtaining an Account

A user account is required to create and edit records specific ESA Section 7 and MSA EFH
consultations. Anyone within NMFS may access PCTS by visiting the PCTS homepage (provided
above). The user will have full view access to all of the data within the application and may run
queries to generate reports and view decision documents. Many other options are available as
well.

A user account is required to create and edit PCTS specific data.To obtain an account, please
contact your Regional PCTS Coordinator. Once your request for access has been approved, you
will receive an e-mail from the NMFS HQ Helpdesk. Please follow the instructions as provided
and call the NMFS HQ Help Desk to obtain your temporary password. Please read the
instructions carefully as things often change.

Please note that a ".mil", "fed.us", or ".gov email address is required for login.

PCTS User Guide 9
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1.3.4 User Account Life Cycle
PCTS accounts have two life-cycles. 90 days and 365 days.

Accounts have a 90-day life cycle.All user accounts will be required to reset their
passwords within 90 business days. If no activity at 90-days, the account will be
suspended and the user must request the account be reset.

Accounts that display no activity for a total of 365 days, the account will be removed.
The user must request the account be reestablished.

Newly setup accounts have 72hrs to access the PCTS application, otherwise the request
will become inactive and the account removed.

PCTS User Guide
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| .4 Logging In
The username and password are case sensitive, and it is important to enter them with the
correct spelling and case to successfully login to PCTS.

Before logging in, a disclaimer will appear. In order to proceed, the user must read the
disclaimer and then check the “l Agree” box. Once checked, the user will be able to enter in
their Username and Password. A “.mil”,“fed.us”, or “.gov”” email address is required to login.
The user can then click on “Login” to continue or “Cancel” to return to the home page.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

&NOAAFPCTS - -

home regions/offices reports user guide data dictionary glossary

Login
**WARNING**WARNING**WARNING

You are accessing a United States government computer system. The use of this system will
be monitored for security, system administration, and law enforcement purposes. Accessing
this system constitutes consent to monitoring. Any unauthorized access of this system or
unauthorized use of the information on this system by unauthorized users or others is
prohibited and is subject to criminal and civil penalties under federal and other laws.

You must be a US Citizen and US Federal Government Employee to access this system.

O | Agree

PCTS Fisherles Service

About PCTS Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
Glossary Disclaimer

Figure I.1: Logging In
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1.4.1 Password Maintenance

A. Entering a New Password

You must enter your current password once and your new password twice. A confirmation
screen displays immediately upon successfully changing a password.

NOTE: When PCTS provides a username/password, you will be prompted to change the
password immediately upon your first successful login. The system assigned password will be
randomly generated and will not be easy to remember.

Passwords for user accounts, including privileged-user accounts (e.g., root, superuser, or
administrator), must have at least twelve (12) non-blank characters.

Passwords must contain characters from at least three (3) of the following four (4) categories:
I. English upper case characters (A ... Z);

2. English lower case characters (a ... z);

3. Base 10 digits (0 ... 9); and
4. Non-alphanumeric (For example,!, $#%).

B. Resetting a Forgotten Password

In the event you forget your PCTS password, select the “Forgot password? Click here to reset.”
link located on the Login Page. Follow the directions, and once your identity is confirmed and

the provided information matches your stored profile, a new password will be sent to your
email address.

C. Security Questions

To ensure additional security in case of a forgotten password, the user will need to create three
challenge questions and answers. This is required when the user logs in for the first time and
can be updated in the User Profile (Figure 1.2).

D. Failure to Log In

If a user tries to log in and fails five times in a row, the account will be temporarily locked.The
user will then need to wait 30 minutes for the system to unlock the account.

PCTS User Guide 12
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log out

User profile

Welcome

Identifier:

Full name:

* Question:

* Answer:

* Question:

* Answer:

* Question:

* Answer:

Actions:

* Change password

PCTS Fisheries Service
About PCTS Fisheries Home
Regions/Offices Forms

User Guide Privacy Policy
Information Quality

Data Dictionary

2.021-SNAPSHOT

Figure 1.2: User Profile
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2. PCTS NAVIGATION

PCTS is comprised of 4 navigations: the Top Navigation, Main Navigation, Secondary Navigation,
and Bottom Navigation. The main section of the website, also known as the Body, contains text
that displays the search fields or search results.

2.1 The Top Navigation

The Top Navigation is displayed at the top of each page and provides links to common functions.

Function Description

Home Shortcut to return to the home page.
Regions/Offices Shortcut to NOAA's Regional Connections.

Reports Allows user to run reports based on specific criteria.
User Guide Quick access to the user guide in PDF format.

Data Dictionary

List of all data fields, their definitions as it relates to PCTS and a
hyperlink to the child records (pick lists) if applicable.

Glossary

List of descriptions for each field in the system.

Users with an account will see some or all of these additional links in their Top Navigation once

they log in.

Login Functions Description

Profiles List of all the profiles in the system. A profile is the configuration
for the different Trackable types (Project, Consultation,
Implementation Record). Available to Admin users only.

Users List of all the users in the system. Available to Admin users only.

Regions Manage regions/office hierarchy. Available to Admin users only.

User Profile This feature allows the user to update their user profile, which
includes password or security questions. Available for all users
with an account, either Federal Action Agency users or NMFS
users.

Logout This is available to all users with an account. Quick access to log
out of the system.

PCTS User Guide
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CORPS PERMIT QUERY
“"FEDERAL AGENCY LOGIN

« Get a Password Enter PCTS Tracking Number The Public Consultation Tracking
« Run a Report [ |[search | System (PCTS) is an information
« Read the User Guide -OR- management system covering National
N —— Seloct REGION Marine Fisheries Service (NOAA
| Any ﬂl Fisheries) consultations under the
* Find the Status Of a Select YEAR

Endangered Species Act (ESA) and

Consultation Base On a S under the Magnuson-Stevens Fishery
Corps Permit Number Enter KEY WORD(S) Conservation and Management Act

[ |[searcn sections 305(b)(2) & 305(b)(4)

Or go to ADVANCED SEARCH Essential Fish Habitat (EFH).

PCTS Fisheries Service

About PCTS Fisheries Home Feedback

Regions/Offices Se: Forms Search

User Guide Privacy Policy ST

Figure 2.1:Top Navigation
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2.2 Main Navigation

The main navigation, located on the home page, consists of links that allow the user to conduct

queries and reports within PCTS. The links include the following:

I. Corps Permit Query
2. Federal Agency Login
3. NMFS Login

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

""«

2 NOAAPCTS v

——d

SERVICE

hoepods user guide data dictionary glossary

« Get a Password Enter PCTS Tracking Number The Public Consultation Tracking
« Run a Report [ ||Search | System (PCTS) is an information
« Read the User Guide -OR- management system covering National
S ——— Select REGION Marine Fisheries Service (NOAA
i [Any -1 Fisheries) consultations under the
* Find the Status Of a Select YEAR Endangered Species Act (ESA) and
Consultation Base On a under the Magnuson-Stevens Fishery
Corps Permit Number Enter KEY WORD(S) Conservation and Management Act
[ |[searcn sections 305(b)(2) & 305(b)(4)
Or go to ADVANCED SEARCH Essential Fish Habitat (EFH).

PCTS Fisheries Service

About PCTS Fisheries Home Feedback
Regions/Offices Forms Search

User Guide Privacy Policy About Us

Figure 2.2: Main Navigation
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2.3 Secondary Navigation
The secondary navigation, located, directly under the title banner, lists links directly associated
with PCTS function a user has selected. These links include the following:

Link Description

Enter Data Allows user to create, edit, update, reinitiate or cross
reference a consultation

Find Consultations Allows NMFS user to search for consultations

Federal Agency Status Query | Allows NMFS users to access the Federal Action Agency
query site. Federal Action Agency users do not see this link.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

& NOAAPCTS oo -

home regions/offices reports user guide data dictionary glossary profiles users
regions user profile log out

Enter Data Find Consultations Federal Agency Status Query

Welcome to the Public Consultation Tracking System.

The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservation and Management Act sections 305(b)(2) &
305(b){4) Essential Fish Habitat (EFH).

PCTS Fisherles Service

About PCTS Fisheries Home Feedback
Regions/Offices Forms Search
User Guide Privacy Policy About Us

Data Dictionary Information Quality Contact Us
Glossary Disclaimer

Figure 2.3: Secondary Navigation
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2.4 Bottom Navigation

The Bottom Navigation is located at the end of each page. There are directly related to the
NOAA website and have no relation to PCTS as well as links to the PCTS website for quick
reference no matter which page a user is on.

The following links are available to access the NOAA web site from PCTS:

4. Fisheries Home

5. Forms

6. Privacy Policy

7. Information Quality
8. Disclaimer

9. Feedback

10. Search
I'l. About Us

12. Contact Us

The links that access the PCTS website include the following:
I. About PCTS

Regions/Offices

User Guide

Data Dictionary

Glossary

| Want To...

Search

N o Uk~ WD

PCTS User Guide 18
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NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS
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home regions/offices reports user guide data dictionary glossary

PCTS Home PM_y;

Welcome to the Public Consultation Tracking System.

The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservation and Management Act sections 305(b)(2) &
305(b)(4) Essential Fish Habitat (EFH).

~pcts Fisherles Service

About PCTS Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

Information Quality
Disclaimer i —" 2.0.21-SNAPSHOT

Figure 2.4: Bottom Navigation
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2.5 Exiting PCTS 2.0

To exit PCTS 2.0, click on the “Logout” option, which is the last link on the Main Navigation

Menu.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

% NOAAPCTS e consummonmencsmn gl

home regions/offices user guide data dictionary glossary profiles users

regions user profile

Enter Data Find Consultations Federal Agency Status Query

Welcome to the Public Consultation Tracking System.

The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservation and Management Act sections 305(b)(2) &
305(b)(4) Essential Fish Habitat (EFH).

PCTS Fisherles Service

About PCTS L Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
Glossary Disclaimer 2.021-SNAPSHOT

Figure 2.5: Logging Out
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3. PCTS Home Page
3.1 Main Body

In addition to the various navigations, the PCTS Home Page also includes three main sections
located in the body of the main home page that contain links to additional functionality for the

system.
3.1.1 IWantTo
This section contains links to the most commonly used functions for PCTS.
| Want To Description
Get a Password Allows the user to request a login and password to perform

additional functions within PCTS.

Run a Report Connects the user to the COGNOS Reporting and allows the
user to run reports based on specific criteria.

Read the User Guide Links the user to the PDF version of the PCTS User Guide.

Find Consultations This link performs the same function as “Advanced Search”.

Find the Status of a This link performs the same function as “Corps Permit Query” in

Consultation based on a | the Main Navigation.
Corps Permit Number

3.1.2 Quick Search

This feature allows the user to search consultations by using minimal required fields. In this
section, a user will be able to search one of three different ways: by PCTS Tracking Number; by
Region and Year; or by Key Word. There is also a link to go to an advanced search.

3.1.3 About PCTS

This last section gives a general overview of PCTS.

PCTS User Guide 21
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« Get a Password Enter PCTS Tracking Number The Public Consultation Tracking
« Run a Report [ ||Search | System (PCTS) is an information
« Read the User Guide -OR- management system covering National
S ——— Select REGION Marine Fisheries Service (NOAA
i [Any -1 Fisheries) consultations under the
* Find the Status Of a Select YEAR Endangered Species Act (ESA) and
Consultation Base On a under the Magnuson-Stevens Fishery
Corps Permit Number Enter KEY WORD(S) Conservation and Management Act

[ |[searcn sections 305(b)(2) & 305(b)(4)
Essential Fish Habitat (EFH).

Or go to ADVANCED SEARCH

PCTS Fisheries Service

About PCTS Fisheries Home Feedback
Regions/Offices Forms Search

User Guide Privacy Policy About Us

Figure 3.1: Main Body
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4. Consultation Definition

ESA and MSA (EFH) must be tracked separately. With the use of the [an internal/external]
reporting tool, the information can be gathered to better understand what took place during
the time of consultation. NMFS must understand if a combined response occurred, but the data
remain separate.

4.1 ESA

By regulation, there are several kinds of consultation. Following are their definitions:

Formal — A formal consultation is required when the action may affect listed species or
critical habitat.

Informal — An informal consultation may be conducted to assist the Federal action
agency in determining if the proposed action is not likely to adversely affect listed
species or critical habitat. During informal consultation:

o If NMFS provides written concurrence with the ‘not likely to adversely affect’
determination, no further consultation is required.

o If NMFS does not concur, the Federal action agency must initiate a formal
consultation, as described above.

Conference — A conference is required when the action is likely to jeopardize the
continued existence of any proposed species or result in the destruction or adverse
modification of proposed critical habitat.

Early — If a prospective applicant has reason to believe that the prospective action may
affect listed species or critical habitat, it may request the Federal action agency to enter
into early consultation with NMFS. The prospective applicant must certify in writing to
the Federal action agency that (1) it has a definitive proposal outlining the action and its
effects and (2) it intends to implement its proposal, if authorized.

Emergency —Where emergency circumstances mandate the need to consult in an
expedited manner, consultation may be conducted informally regarding Federal action
agency actions required to respond to the emergency. This provision applies to
situations involving acts of God, disasters, casualties, national defense or security
emergencies, etc. (imminent threat and danger to human life and property). Formal
consultation must be initiated as soon as practicable after the emergency is under
control.

Incremental step —When the action is authorized by a statute that allows the agency to
take incremental steps toward the completion of the action (e.g., petroleum or mineral
exploration), NMFS may conduct a formal consultation on only the incremental step
being considered.

By convention, NMFS also conducts:

PCTS User Guide 23
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* Programmatic — Many Federal agencies implement nation-wide programs, or promulgate
national regulations that often do not include site specific actions that have been
traditionally the subject of consultations. NMFS consults on those programs at a broad
scale. Often, discrete activities conducted or implemented under those programs are
subject to further consultation through step-down consultations. Programmatic
consultation are provides a means for NMFS and a Federal action agency to consult
regarding a potentially large number of individual actions that may adversely affect listed
species or critical habitat. Programmatic consultation will generally be the most
appropriate option to address funding programs, large scale planning efforts, and other
instances where sufficient information is available to address all reasonably foreseeable
adverse effects on listed species or critical habitat of an entire program, parts of a
program, or a number of similar individual actions occurring within a given geographic
area.

Programmatic consultations may used for actions likely to have minor, repetitive predictable
effects for non-specific locations within a geographic scope. In a programmatic consultation, the
Federal action agency identifies categories of similar planned projects in a pre-defined
geography, for which the exact timing and/or locations are unknown. However, the projects will
be conducted in the same way regardless of location or timing, and the effects of all the projects
are predictable and the outcomes are highly certain no matter where the projects are carried
out or when.

* Batched — Batched consultations are used for similar known projects (e.g., bridge
replacements, residential piers). If the Federal action agency submits multiple individual
requests for consultation, NMFS and the Federal action agency jointly determine if the
requests could be batched. The Federal action agency may also submit a single batched
consultation request for multiple nearly identical projects in close proximity to each
other.

4.2 EFH

By regulation, there are several kinds of consultations. The selection of a particular approach for
handling EFH consultation depends on the nature and scope of the actions that may adversely
affect EFH.

Following are their definitions:

* Use of existing environmental review procedures - Consultation and commenting under
the Magnuson-Stevens Act should be consolidated, where appropriate, with interagency

consultation, coordination, and environmental review procedures required by other
statutes, such as NEPA, the Fish and Wildlife Coordination Act, Clean Water Act, ESA,

and Federal Power Act. Many EFH consultations are combined with ESA consultations.
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General Concurrence - A general concurrence identifies specific types of Federal actions
that may adversely affect EFH, but for which no further consultation is generally required
because NMFS has determined, through an analysis of that type of action, that it will
likely result in no more than minimal adverse effects individually and cumulatively.
General concurrences may be national or regional in scope. For Federal actions to
qualify for general concurrence, NMFS must determine that the actions meet all of the
following criteria:

(A) The actions must be similar in nature and similar in their impact on EFH.

(B) The actions must not cause greater than minimal adverse effects on EFH when
implemented individually.

(C) The actions must not cause greater than minimal cumulative adverse effects on
EFH.

* Abbreviated Consultation - Federal actions that may adversely affect EFH should be
addressed through the abbreviated consultation procedures when those actions do not
qualify for a general concurrence, but do not have the potential to cause substantial
adverse effects on EFH. For example, the abbreviated consultation procedures should be
used when the adverse effect(s) of an action could be alleviated through minor
modifications.

* Expanded Consultation — Expanded consultation procedures must be used for Federal
actions that would result in substantial adverse effects to EFH. Expanded consultation
allows maximum opportunity for NMFS and the Federal action agency to work together
to review the action’s impacts on EFH and to develop EFH Conservation
Recommendations.

Programmatic - Programmatic consultation provides a means for NMFS and a Federal
action agency to consult regarding a potentially large number of individual actions that
may adversely affect EFH. Programmatic consultation will generally be the most
appropriate option to address funding programs, large scale planning efforts, and other
instances where sufficient information is available to address all reasonably foreseeable
adverse effects on EFH of an entire program, parts of a program, or a number of similar
individual actions occurring within a given geographic area.

Emergency - Consultation is required for emergency Federal actions that may adversely
affect EFH, such as hazardous material clean-up, response to natural disasters, or actions
to protect public safety. Federal agencies should contact NMFS early in emergency
response planning, but may consult after-the-fact if consultation on an expedited basis is
not practicable before taking the action.
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5. Hierarchy

The Section 7, ESA and MSA (EFH) data will be tracked separately within the system. It is
assumed that non-NMFS users will have some level of knowledge of Section 7 and EFH
provisions when they log in to the system. When non-NMFS users first enter the system after
login, they will be presented with simple questions to direct them to the correct location within
the system for the function desired.

In the new system, all project-related activities must be linked to a single project identifier. The
system must adequately capture the ability to relate & cross reference projects.
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6. User Group Descriptions
6.1 General Public

The General Public refers to anyone wishing to learn more about individual consultations. This
group will be able search the database using limited search criteria.

6.2 Corps Permit Applicant

The Corps Permit Applicant is anyone who has submitted a permit request. These users will be
able to search for information on the consultation relative to their permit request by using a
Clean Water Act (CWA) 404 permit number and the Corps District that is reviewing the
request.

6.3 Federal Action Agencies

The Federal Action Agency User requires a login and can perform more in depth searches
within PCTS.

6.4 NMFS General User

The NMFS General User refers to anyone within the NMFS organization who requires a login
This user will be able to perform more in depth searches within PCTS.

6.5 NMFS Data Entry

In addition to having the the ability to perform more in depth searches as a General User, the
NMFS Data Entry User is given permissions to create, edit, update, reinitiate, or cross reference
consultations.

6.6 NMFS Admin

The NMFS Admin User has full privileges in the application and can enter and/or make changes

to consultations. An Admin User is also able to view and edit profiles, users, and groups within
PCTS.
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/. Queries

There are four main types of input fields for each query.

Field Type Description

Input Field Field that allows the user to type in their selection.

Single Select Drop down menu that allows user to select one option.
Multi Select Scroll down menu that allows user to select one or more

options.The user can click once to select an option. The user
will need to hold down the “Ctrl” key and mouse click for each
additional option selection.

Date Range User can either type in the date or select a date from the pop
out calendar. Desired month can be selected by clicking the
arrow to the left or right or from the month drop down menu.
Desired year can be selected from the bottom of the pop out
calendar.

NMFS Tracking Number

| | Input Fielc

Title
—— R
Figure 7.1: Input Field
Agency
Please select Lll YINSGIE DeleCT

Figure 7.2 Single Select
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PCTS User Guide

Any m
Alaska Region
Habitat Conservation, Offi :
Northeast Region x MU|tI SeIeCt
Northwest Region v
B — —

Figure 7.3: Multi Select

Date Request for Consultation
Received
From

-] Date Range
M

C 4 November + 3

To

S UMW T S

30 3 1 2 3 4 S
& SF e W01 2

N 13 14 15 16 17 18 19

1i20i21 22 23 24 25 26

27 28 29 30 1 2 3

“ S 6 7 8 9 10

N 2010 2011 2012

77*

Figure 7.4: Date Range
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7.1 Options for Each Query

Once the search criteria fields have been completed, the user has the option to select one of
four of the following actions to continue:

I3. Search
| 4. Export search result to PDF
I5. Export search result to Excel

|6. Clear - clear all search criteria entered by the user

.....

Figure 7.5: Query Options

PCTS User Guide
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8. Consultation Query Site

This type of query can be assessed by clicking on “Find Consultations” or entering in specific
search criteria located on the home page. There is an option to search by “Quick Query”,

which allows the user to search by year and region, and a more general “Public Query”, that
contains additional search fields.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

NAL MARINE FISHERIES SERVICE

home regions/offices reports user guide data dictionary glossary

Public:

search ©, paf ®) excel & Clear %
Quick Query
Please select the years you want to
search

An

2011 m

2010

2009 .
2008 v

Please select the regions you want
to search

Any m
Alaska Region

Habitat Conservation, Office of
Northeast Region

Northwest Region

Search O, par ®] Excel & Clear %
Public Query
NMFS Tracking Number

Title

Any m
Alaska Region

Habitat Conservation, Office of
Northeast Region

Northwest Region

NMFS Resnonse Date

L —

Figure 8.1: Consultation Query Site

8.1 Results

After the input fields have but completed, clicking on the “Search” link will display the results
based on the search criteria. The total number of trackables will be displayed at the top of the
search page. To navigate through the consultations, the user can choose the single arrow for the
next page or the double arrow for the last page. These arrows are located at the top right of
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the search results. Likewise, if you need to search previous pages, you can use the single or

double arrows on the top left of the results page to search. In addition, the user can search
page number located at top middle of the search results.

by

Sorting the results can be done in several ways. The user can sort by Tracking Number, Title,

and/or Region, in both ascending or descending order. Once the desired consultation is

located, the user can then click on the Tracking Number and the results will be displayed. The

user can click on links for additional actions related to the particular project (if available) or
click on “Go to the main page” to return to the Consultation Query Site.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS

CAREERS
PN

?/‘@v\-

5v§ ULTATION TRACKING SYSTEM

"\_MW,’ NATIONAL MARINE FIS

home regions/offices reports user guide data dictionary glossary

Public:

Ol par | v
search Q paf T Excel & Clear Total Trackable Displayed: 998

Quick Query

Please select the years you want to 123456282910 >
search

'2\311 0 Actions NMFS A Title A Region 4 End Date [ ion C o

2010 Tracking Number W v v Type

;ggg : 128653 FLATCAR BRIDGE SWR 2006-03-01

INSTALLATION

Please select the regions you want (WIKLER PROPERTY)
to search

A"Vk m 128654 SOUTHERN SWR 2007-01-29

Alaska Region

Habitat Conservation, Office of CALIFORNIA GAS

Northeast Region 2 PIPELINE

Northwest Region v MAINTENANCE

PROJECT ON ARROYO

= GRANDE CREEK
search ©} par ®) Excel & clear %

Public Query 15410

American River Pump SWR 2002-10-08

NMFS Tracking Number Station Project - Placer
County Water Agency

Title (PCWA)
l:l 15420 California's Clean SWR 2001-10-30
Regions Water Act Section
Any 303(d) List (Report)
Alaska Region m
Habitat Conservation, Office of 15612 Olin Jones Sand Mining SWR 2001-04-04
Northeast Region - Unknown type - Point Knox Shoal
Northwest Reglon: )4 Unknown type -PN24997N. Sent out

NMFS Resnonse Date oriainal EFH comments

T ——  E—

Figure 8.2: Consultation Query Site Results
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9. Corps Permit Query Site

A user will be able to search this type of query by clicking on either the “Corps Permit Query”
link in the Main Navigation or the “Find the Status of a Consultation based on a Corps Permit
Number” in the Main Body.

This query provides information on the current status of Clean Water Act section 404 permit
actions for which NOAA Fisheries has conducted an ESA section 7 consultation with the Corps
of Engineers since the beginning of the 2001 fiscal year. In addition, permit applicants with
activities in certain states (please check website a complete up to date listing) can check on the
status of the consultation and on their permit application with the Corps of Engineers.

To check the status of consultation relative to the permit request, the user will need to know
the CWA 404 permit number and the Corps District that is reviewing the request. If the user
does not have the CWA 404 permit number, please contact the Corps’ district office that issued

the permit.
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NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

home regions/offices reports user guide data dictionary glossary

This website provides information on the current status of Clean Water Act section 404 permit actions for which NOAA Fisheries has conducted an ESA section 7 consultation with the
Corps of Engineers since the beginning of the 2001 fiscal year. In addition, Permit applicants with activities in certain states can check on the status of the consultation and on their

permit application with the Corps of Engineers.

To check the status of consultation relative to your permit request, you will need to know your CWA 404 permit number and the Corps District that is reviewing your request. If you
do not have your CWA 404 permit number, please contact the Corps’ district office that issued the permit.

Enter the information and click the search button below.

search ©, par ®) excel @ Clear %
Corps District Office

Alaska m
Albuquergue

Baltimore

Buffalo .
Charleston v

Federal Action Agency and Line
office

Corps Permit #

'

search ©, par ) excel &] clear %

PCTS Fisherles Service

About PCTS Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

2.021-SNAPSHOT

Data Dictionary Information Quality

Figure 9.1: Corps Permit Site

9.1 Results

After the input fields have been completed, clicking on the “Search” link will display the results
based on the status of the consultations associated with the corps permit number and corps
district office entered into two categories: Pending and Completed (Figure 9.2). The total
number of trackables will be displayed at the top of each section. To navigate through the
consultations, the user can choose the single arrow for the next page or the double arrow for
the last page. These arrows are located at the top right of the search results. Likewise, if you
need to search previous pages, you can use the single or double arrows on the top left of the
results page to search. In addition, the user can search by page number located at top middle of
the search results.
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Sorting the results can be done in several ways. The user can sort by Tracking Number, Title,
and/or Region, in both ascending or descending order. Once the desired consultation is
located, the user can then click on the Tracking Number and the results will be displayed. The
user can click on links for additional actions related to the particular project (if available) or
click on “Go to the main page” to return to the Corps Permit Query Site.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

home regions/offices reports user guide data dictionary glossary

This website provides information on the current status of Clean Water Act section 404 permit actions for which NOAA Fisheries has conducted an ESA section 7 consultation with the
Corps of Engineers since the beginning of the 2001 fiscal year. In addition, Permit applicants with activities in certain states can check on the status of the consultation and on their
permit application with the Corps of Engineers.

To check the status of consultation relative to your permit request, you will need to know your CWA 404 permit number and the Corps District that is reviewing your request. If you
do not have your CWA 404 permit number, please contact the Corps’ district office that issued the permit.

Enter the information and click the search button below.

3

search @, pdr #) excel & clear ¥ Pending

Corps District Office
No records found for the given search criteria.

Omaha
Philadelphia m
Pittsburgh -
Portland ¥ Completed
Federal Action Agency and Line Total Trackable Displayed: 2
office
Actions NMFS A Title A Region A status Concluding_Documents

Corps Permit #

Tracking Number
¥ ¥ v

search ©) pdr ®) Excel @] clear > NWR-2000-1453 Emergency Gas Line Repair  NWR Completed
on Willamette River, near
Keizer, Marion County

NWR-2008-6862 NW Natural Repair of NWR Completed Biological Opinion

Natural Gas Pipeline, Download

Willamette River, Marion
County

PCTS Fisheries Service

About PCTS ow Do Fisheries Home

Figure 9.2: Corps Permit Site Results
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10. Federal Action Agency Query

A user must log in to access the Federal Action Agency Query by clicking on the “Federal

Agency Login” link located on the home page. This query allows both the NMFS user and
Federal Action Agency user to search for trackables.

NOAA HOME

WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

P

) PCTS

§V§ PUBLIC CONSULTATION TRACKING SYSTEM

k.4 NATIONAL MARINE FISHERIES SERVICE
home regions/offices reports user guide data dictionary glossary user profile
log out

Federnl Aoyency status Query

Welcome

This page allows users to search for consultation records.

To search for a consultation, select from one or more of the search criteria below.
search O paf ® Excel @] clear %
Query Fields
NMFS Tracking Number

L 1

Title

L 1

Regions

Any m
Alaska Region

Habitat Conservation, Offi
Northeast Region
Northwest Region

Status

L ]

Date Request for Consultation
Received
From

To

Consultation Initiation Date
From

To

Figure 10.1: Federal Agency Status Query

0.1 Results

After the input fields have but completed, clicking on the “Search” link will display the results
based on the search criteria (Figure 10.2). The total number of trackables will be displayed at
the top of the search page. To navigate through the consultations, the user can choose the
single arrow for the next page or the double arrow for the last page. These arrows are located
at the top right of the search results. Likewise, if you need to search previous pages, you can
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use the single or double arrows on the top left of the results page to search. In addition, the
user can search by page number located at top middle of the search results.

Sorting the results can be done in several ways. The user can sort by Tracking Number, Title,
and/or Region, in both ascending or descending order. Once the desired consultation is
located, the user can then click on the Tracking Number and the results will be displayed. The
user can click on links for additional actions related to the particular project (if available) or
click on “Go to the main page” to return to the Federal Agency Status Query Site.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

& NOAAPCTS . _

home regions/offices reports user guide data dictionary glossary user profile
log out

Fedoral Aoency Stadus auery  ——

Welcome

This page allows users to search for consultation records.

To search for a consultation, select from one or more of the search criteria below.

(o)} - 5 Y
Search Q) par T Excel ] Clear Total Trackable Displayed: 1000

Query Fields
NMFS Trecking Number 12345628310 >»
Title Actions NMFS A Title A Region A Status Consultation
[:] Tracking Number W/ v v Initiation
Regions X
Any m 112336 Implementation of SWR
Alaska Region Inter-American
Habitat Conservation, Offi
T 1T
Northeast Region - mpma, i
Northwest Region - Commission (IATTC)
recommendations for
Status transshipment by
L ] large-scae ishing
Date Request for Consultation e
e ad 112346 Del Norte SR 197/ US ~ SWR

From 199 (STAA) Access

=g 112046 Comment letter on SWR
September 2008 Draft
EIR for 2007 Monterey

Consultation Initiation Date County General Plan
From
112967 Sespe Creek Road SWR
Crossing on Van Trees
To Property 2008
L eee— e

Figure 10.2: Federal Agency Status Query Results

0.2 User Profile

Located in the Top Navigation once a user logs in, the User Profile (Figure 1.2, Page 8) allows
the user to change a password or update the security questions associated with the account.
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11. NMFS Query

Access to this query requires the user to log in from the home page by clicking on “NMFS
Login”. There are three different types of NMFS users: General, Data Entry, and Admin.

I 1.1 NMFS General User

The NMFS General User refers to anyone within the NMFS organization who requires a login

This user will be able to perform more in depth searches within PCTS by performing a
consultation or federal agency status query.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

f“““v

&) NOAA PCTS rusic consummon eacns s
i H PUBLIC CONSULIATION CKING SYJSIEN
“r..ﬁ_mv‘,," NATIONAL MARINE FISHERIES SERVICE

home regions/offices reports user guide data dictionary glossary user profile
log out

PCTS Home Pasy

Welcome

Find Consultations Federal Agency Status Query

Welcome to the Public Consultation Tracking System.

The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservafion and Management Act sections 305(b)(2) &
305(b){4) Essential Fish Habitat (EFH).

Figure I1.1: NMFS General User Home Page
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| 1.2 NMFS Data Entry User

In addition to having the the ability to perform more in depth searches as a NMFS General

User, the NMFS Data Entry User is given permissions to create, edit, update, reinitiate, or cross
reference consultations when choosing the Enter Data menu option.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

P

8% NOAA PCTS rusuc consumnon eacine s
',v,z PUBLIC CONSULTATION TRACKING SYSTEM
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home regions/offices reports user guide data dictionary glossary user profile
log out

PCTS Home Pa@a

Welcome

Enter Data ind Consultations Federal Agency Status Query

Welcome to the Public Consultation Tracking System.

The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservation and Management Act sections 305(b)(2) &
305(b)(4) Essential Fish Habitat (EFH).

Figure 11.2: NMFS Data Entry Home Page
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| 1.3 Enter Data

The Enter Data link allows the user to create new consultations, edit or update consultations,

reinitiate consultations, or cross reference consultations.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

N ——

home regions/offices reports user guide data dictionary glossary user profile  2rs
log out

NMFS User

Welcome

Enter Data Find Consultations Federal Agency Status Query

Please select one of the following options below:

* Create New Consultation

* Edit or Update a Consultation
® Reinitiate Consultation

* Cross Reference Consultation

PCTS Fisheries Service
About PCTS Fisheries Home

Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
Risciaime

2.0.21-SNAPSHOT

Figure 11.3: Enter Data Page
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11.3.1 Create New Consultations
When creating a new consultation, the user must choose the type of consultation that is being
conducted. Note: You can click on the “?” link for additional field help.

NOAAHOME  WEATHER  OCEANS  FISHERIES  CHARTING  SATELLITES  CLIMATE  RESEARCH  COASTS  CAREERS
.
2 Q"

D PCTS

i }

H H

. 4 NATIONAL MARINE FISHERIES SERVICE

home regions/offices reports user guide data dictionary glossary user profile
log out

sdect consulftion Tupe =

Welcome

Enter Data Find Consultations Federal Agency Status Query

Help text / informational

What type of consultation are you conducting?

ESA-§7, Informal )? MSA-EFH, Early coordination ?
. ESA-§7, Informal Emergency )? MSA-EFH, Abbreviated ?
ESA-§7, Informal Early Consultation ? MSA-EFH, Expanded ?
ESA-§7, Informal Programmatic ? MSA-EFH, General Concurrence ?
ESA-§7, Formal )? MSA-EFH, Emergency ?
ESA-§7, Formal Emergency )? MSA-EFH, Programmatic )?
ESA-§7, Formal Early Consultation D2 Existing Procedure )2
)2

ESA-§7, Formal Programmatic

~

Combined Consultation

PCTS Fisherles Service

About PCTS Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
—- Risclaime

2.0.21-SNAPSHOT

Figure 11.4: Select Consultation Type

After choosing type of consultation (in this example, ESA Informal has been chosen), a single
view for creating a trackable is displayed (Figure 11.5). Required fields are designated with an
asterisk (*). The required fields must be completed in order to save the consultation. In the
event that any required fields were not completed, an alert message will appear to inform the
user of what required fields are missing (Figure 11.6). Once the consultation has been created,
a NIMFS tracking number will be assigned and displayed on the confirmation page (Figure |1.7).
The user can then choose to view the consultation summary (Figure |1.8) or return to the
home page.
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home regions/offices reports user guide data dictionary glossary user profile
log out

s Create Consuttadion

Welcome

Enter Data Find Consultations Federal Agency Status Query

This is the single view for creating a trackable (Project/Consultation/Event).

Title |
NMFS Lead Region [ Southwest Region K|
?Status |
2 Activity Status [ Please select ~

Consultation Type  Informal

? Date Request for v
Consultation Received
! ? Consultation -

Initiation Date

? End Date -

? Reason Informal Ended Please select

Non-concurrence and NMFS has sufficient information to proceed with formal consuitz
Non-concurrence, NMFS requests additional information and requests the action agen
Non-concurrence and NMFS requests the action agency submit an initiation package f
Federal agency determines, in writing, not to proceed (examples: determine no effect
NMFS offered recommendations to minimize the effects of the emergency response a«
Conference report, formal conference is not required.

Action agency submits an initiation package for formal consultation (separate from NI

NMFS concurs, in writing, with the Action Agency's c ion that an action is not lik
? NMFS Division | Habitat Conservation Division ;]|
2 NMFS State Office | --No State Office is available—- -

C——— E—

PCTS User Guide

Figure 11.5: Create Consultation Page
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home regions/offices reports user guide data dictionary  glossary user profile
log out

TS Create Consulfadion

Welcome

Enter Data Find Consultations Federal Agency Status Query

This is the single view for creating a trackable (Project/Consultation/Event).

m * Common Name and Population Name must be entered
« Category of Activity can't be empty while trying to set the Status to Completed

Title  [PCTS Trackable User Guide Example

NMFS Lead Region | Northwest Region ﬂ|
?Status |
2 Activity Status [ Waiting for action from the agency ~|

Consultation Type  Informal

? Date Request for 11/30/2011 %

Consultation Received
! ? More Information ~| 4

Requested

1 ? Consultation | 12/15/2011 v
Initiation Date

? Estimated Response -
Date

? End Date 12/31/2011 he

? Reason Informal Ended Please select
Non-concurrence and NMFS has sufficient information to proceed with formal consultz
N NMFS requests i and requests the action agen

T — B

Figure 11.6: Missing Information Alert
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log out

PCTS Cconsutation cva%ﬁﬂ =

SVCCesS

Welcome —

Enter Data Find Consultations Federal Agency Status Query

You have successfully created and saved your ESA-§7, Informal. The NMFS tracking number NWR-2011-9263.

Would you like to go to the main page?

PCTS Fisheries Service

About PCTS Fisheries Home
Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality

2.021-SNAPSHOT

Figure 11.7: Consultation Created Successfully Page
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log out

PCTS Consuttadion U

Welcome

Enter Data Find Consultations Federal Agency Status Query

Project Title

PCTS Trackable User Guide Example

Details

Profile Name: ESA-§7, Informal
NMFS Lead Region: NWR

Status: Completed

Activity Status: Waiting for action from the agency

Consultation Type: Informal

Date for C 2011-11-30

More Information Requested:

Consultation Initiation Date: 2011-12-15

Estimated Response Date: 2012-01-13

End Date: 2011-12-31

Reason Informal Ended: Non-concurrence, NMFS requests additional information and requests the action agency
submit an initiation package for formal consultation.

NMFS Division: Hydropower Division

NMFS State Office: Oregon State Habitat Office

NMFS Office: Portland, OR

NMFS Branch/Team: HCD, WSHO - Washington Transportation Team
NMFS Project Lead : User Guide Guy

NMFS Regional Administrative Record #:

Lead Federal Action Agency:

T — T

Figure 11.8: Consultation Summary

Once the consultation has been created, the user is able to perform actions related to the
specified project. These actions are located at the bottom of the consultation summary and
allows the user to Edit, Cross Reference, Reinitiate, or Combine the consultation. In addition,
the user is also able to attach documents to the created consultation.
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A. Combined Consultation

In addition to creating a new consultation, a user is able to combine consultations by choosing
the “Combine Consultation” button on the Create a New Consultation page (Figure 11.9).
First,an ESA consultation type must be chosen from the provided list (Figure |1.10). The input
fields must then be filled out for this section of the consultation. Once saved, the MSA-EFH

consultation type must be chosen (Figure | 1.11). Any matching fields will automatically be filled
in from the ESA consultation to the MSA-EFH consultation page.
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Figure 11.9: Combined Consultation
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When the combined consultation has been created, a new NMFS Tracking Number has been

issued that includes both consultations (Figure |1.12). Each consultation will have the other one
referenced in the “Combined Consultation” section of the record (Figure I1.13a).

Once the consultation has been created, the user is able to perform additional actions related
to the specified project. These actions are located at the bottom of the consultation summary
and allows the user to Edit, Cross Reference, or Reinitiate the record (Figure I 1.13b). Users

can either access these functions from the consultation summary page or from the “Enter Data”
link.
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Figure 11.12: Combined Consultation Creation Confirmation
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Figure I1.13a: Combined Consultation Information Added to Consultation
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11.3.2 Edit or Update a Consultation
To edit or update a consultation, the user can choose the Edit or Update a Consultation link

located on the Enter Data Page (Figure 11.3.) A search page will be displayed (Figure I1.14),and
the user can enter in the input fields to locate the correct consultation.
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Enter Data Find Consultations Federal Agency Status Query

This page allows users to search for consultation records.

To Reinitiate a consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate” link at the bottom of the record.
To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.

To search for a consultation, select from one or more of the search criteria below.
search ©, par ®) excel @] Clear *
Query Fields
NMFS Tracking Number
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Regions
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Informal Conference
EFH Abbreviated
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Figure 11.14:Search Page for Enter Data Actions

The results from the search can be sorted by NMFS Tracking Number, Title, or Region in both
ascending or descending order (Figure |1.15). In addition, there are actions on the left of each
Tracking Number that allows the user easy access to Cross Reference, Reinitiate, or Edit the
desired consultation without having to pull up the entire record first. Once a consultation has
been created, the user is also able to attach documents to the consultation (Figure 1 1.16).
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This page allows users to search for consultation records.

To Reinitiate 2 consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate" link at the bottom of the record.
To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.

To search for a consultation, select from one or more of the search criteria below.
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Figure 11.15:Search Results for Editing or Updating a Consultation
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11.3.3 Reinitiate Consultation

To reinitiate a consultation or create a new consultation based on a previous one, the user can
choose the Reinitiate a Consultation link located on the Enter Data Page (Figure 11.3.) A

search page will be displayed (Figure |1.14),and the user can enter in the input fields to locate
the correct consultation.

The results from the search can be sorted by NMFS Tracking Number, Title, or Region in both
ascending or descending order. Once the desired consultation is located, the user can click on
the Reinitiate link next to the chosen NMFS Tracking Number (Figure |1.17). This allows the
user to reinitiate the consultation without having to pull up the entire record first.
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This page allows users to search for consultation records.

To Reinitiate 2 consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate” link at the bottom of the record.
To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.
To search for a consultation, select from one or more of the search criteria below.
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Figure 11.17:Search Results for Reinitiating a Consultation
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After a consultation has been selected to be reinitiated, the user will need to select a

consultation type to begin for the original consultation (Figure 1 1.18). The user will then be
able to enter in the necessary information and a confirmation page will be displayed with a new
NMFS Tracking Number.
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Figure 11.18: Select Consultation for Reinitiation

When the new NMFS Tracking Number is selected, a summary is displayed that shows a new
NMFS Tracking Number (Figure | 1.19a) that links both the original consultation and the
consultation that has been reinitiated as “Children” under the new tracking number (Figure
[1.19b). In addition, at the bottom of the summary, the original consultation is cross-referenced
as well (Figure 11.19¢).
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Figure 11.19a: Reinitiating a Consultation Project Summary
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11.3.4 Cross Reference Consultation

To cross reference a consultation, the user can choose the Cross Reference a Consultation link

located on the Enter Data Page (Figure 11.3.) A search page will be displayed (Figure I1.14),and
the user can enter in the input fields to locate the correct consultation.

The results from the search can be sorted by NMFS Tracking Number, Title, or Region in both
ascending or descending order. Once the desired consultation is located, the user can click on
the Cross Reference link next to the chosen NMFS Tracking Number (Figure 11.20). This allows
the user to cross reference the consultation without having to pull up the entire record first.
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This page allows users to search for consultation records.

To Reinitiate 2 consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate” link at the bottom of the record.
To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.

To search for a consultation, select from one or more of the search criteria below.
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Figure 11.20: Search Results for Cross Referencing a Consultation
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Once a consultation has been selected (Figure |1 1.21), the user is able to cross reference
consultations. The results from the search can be sorted by NMFS Tracking Number, Title, or
Region in both ascending or descending order. Once the desired consultation is located and
selected, the user can click on the Cross Reference button at the top of the page (Figure |1.22).

The consultation selected for cross reference can now be seen in the original consultation
(Figure 11.23).
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This page allows users to search for consultation records.
To Reinitiate 2 consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate” link at the bottom of the record.

To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.
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Figure 11.21: Cross Referencing a Consultation
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This page allows users to search for consultation records.
To Reinitiate 2 consultation, select the consultation to be reinitiated by searching for the record and click the "Reinitiate" link at the bottom of the record.
To cross reference related consultation records, select the first consultation by searching for the record and click the "Cross Reference” link for the record.

To search for a consultation, select from one or more of the search criteria below.
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Figure 11.22: Cross Referencing a Consultation
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12. NMFS Admin

Depending on the permissions set for each individual, the NMFS admin user has the ability to
utilize full privileges within the application. This will provide the admin user access to make
changes to consultations in the Enter Data section as described above. With full permissions
set, an admin user is also able to view and edit profiles, users, and regions within PCTS. Please
note that even though an admin user may belong to the NMFS Data Entry group, it does not
necessarily mean that this particular admin user has full privileges. Privileges are granted within
individual permissions, not group settings.
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The Public Consultation Tracking System (PCTS) is an information management system covering National Marine Fisheries Service (NOAA Fisheries)
consultations under the Endangered Species Act (ESA) and under the Magnuson-Stevens Fishery Conservatfion and Management Act sections 305(b)(2) &
305(b)(4) Essential Fish Habitat (EFH).
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Figure 11.24: NMFS Admin Home Page
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2.1 Profiles

Not to be confused with the User Profile feature (Figure 1.2), the List Profile Page (Figure 12.1)
allows an admin user to add a new profile or edit an existing profile. The admin user is able to
view existing profiles and sort them by Profile Name, Region, and Last Modified Date by both
ascending and descending order.
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ESA-§7, Informal |All Regions 11/18/11 2:07 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
hmglementatlon Record jAll Regions 10/26/11 9:04 AM [Edit Profile Reorder Field(s) Copy Profile Privileges
ESA-g? Formal [All Regions 11/18/11 2:10 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
Unknown [All Regions 11/7/11 1:49 PM Edit Profile Reorder Field(s) Copy Profile Privileges

PCTS Fisheries Service
About PCTS Fisheries Home

Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
Disciaime 2.0.21-SNAPSHOT

Figure 12.1: List Profile Page

12.1.1 Operations

In the list profile, the admin user is able to manage each profile by one of two way.s The first
way is to select any of the quick edit links under the Operations section of the desired profile
(Figure 12.2). The actions under the Operations section include the following: Edit Profile,
Reorder Field(s), Copy Profile, and Privileges. The other option is to select the Profile Name
and manage the Profile within the individual profile (see Manage Profile).
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NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS
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vh"m..m" NATIONAL MARINE FISHERIES SERVICE
home regions/offices reports user guide data dictionary glossary profiles users
regions user profile log out

PCTS List Profile

Welcome admin@testing.com

Enter Data Find Consultations Federal Agency Status Query

This page lists all the profiles in the system. A profile is the configuration for the different Trackable types (Project / ConsultatignsEVent)

Add Profile
[Profile Name A Region A\ JLast Modified Date AO .

| v / v perations \
[Project [All Regions 11/4/11 6:58 AM / [Edit Profile Reorder Field(s) Copy Profile Privileges \
IMSA-EFH, Early coordination [All Regions 11/18/11 2:03 PM / [Edit Profile Reorder Field(s) Copy Profile Privileges
IMSA-EFH, consultation [All Regions 11/18/11 2:05 PM I [Edit Profile Reorder Field(s) Copy Profile Privileges ¥
IESA-§7 Informal [All Regions 11/18/11 2:07 PM \ [Edit Profile Reorder Field(s) Copy Profile Privileges J
Em%lementatlon Record [All Regions 10/26/11 9:04 AM \ [Edit Profile Reorder Field(s) Copy Profile Privileges /
ESA-§7, Formal [All Regions 11/18/11 2:10 PM \ [Edit Profile Reorder Field(s) Copy Profile Privileges /
Unknown [All Regions 11/7/11 1:49 PM \ [Edit Profile Reorder Field(s) Copy Profile Privileges /

PCTS Fisheries Service
About PCTS Fisheries Home

Regions/Offices Forms
User Guide Privacy Policy

Data Dictionary Information Quality
—— Disclaim 2.0.21-SNAPSHOT

Figure 12.2: Operations

A. Edit Profile

This operation allows the admin user to edit the existing profile name and region.

B. Reorder Field(s)

This operations allows the user to reorder fields by using a drop down selection format. To
reorder, number each field by selecting the desired number order for each field. There should be
one number that corresponds to each existing field.

C. Copy Profile

This operation essentially allows the user to clone an existing Profile. The profile name, region,
fields, field privileges, field references, and field orders will be the same. This operation is
extremely useful when the admin user needs to create a Profile that is very similar to an
existing one. After copying the profile, the user can then edit any fields where necessary.
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D. Privileges

This operation allows the admin user to determine which user groups are able to edit, view,

and/or search a specific profile. These privileges can be set by a checkbox next to each group
under the specific action. Privileges can be set for Public, Corps Permit Applicant, Federal
Agency, NMFS General,and NMFS Data Entry groups.

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Field

Label: Activity Status
System Name: ACTIVITY_STATUS

View
Public
Corps Permit Applicant
Federal Agency
NMFS (General)

O0OC0OO

NMFS (Data Entry)

Edit
Public

Corps Permit Applicant
Federal Agency

NMFS (General)

O00OO0O

NMFS (Data Entry)

Search
Public

Corps Permit Applicant
Federal Agency
NMFS (General)

0O0O00OoOo

NMFS (Data Entry)

Search Result
Public

Corps Permit Applicant
Federal Agency
NMFS (General)

0O000OOo

NMFS (Data Entry)

( Save ) [ Cancel

I — B e

Figure 12.3: Privileges
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12.1.2 Manage Profile

Clicking on a Profile Name takes the user to an individual profile page (Figure 12.4a). On this
page, the user is able to edit fields, add additional fields, and/or edit, delete, or change the
privileges to each existing field. In addition, the actions listed in the 12.1.1 Operations section
are also available to the admin user at the bottom of each profile page (Figure 12.4b). When the
admin user is ready, the profile can be saved (or canceled), and the admin user can return to the
home page.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

’J’“‘\.'v
& NOAA PCTS oo e
;v; P C CONSULTATION TRACKING SYSTEM
- NATIONAL MARINE FISHERIES SERVICE

home regions/offices reports user guide data dictionary glossary profiles users
regions user profile log out

PCTS View Profile

Welcome

Enter Data Find Consultations Federal Agency Status Query

Add Field

Profile

Profile Name: ESA-§7, Formal
Region: All Regions

No Assigned Section
Field #1 - Status (CONSULTATION_STATUS) Edit Delete Privileges
Field #2 - Activity Status (ACTIVITY_STATUS) Edit Delete Edit Options Privileges
Field #3 - Consultation Type (CONSULTATION_TYPE) Edit Delete Edit Options Privileges
Field #4 - Date Request for Consultation Received (CONSULTATION_REQUEST_DATE) Edit Delete Privileges
Field #5 - More Information Requested (MORE_INFORMATION) Edit Delete Privileges
Field #6 - Consultation Initiation Date (CONSULTATION_INITIATION_DATE) Edit Delete Privileges
Field #7 - Estimated Response Date (ESTIMATED_RESPONSE_DATE) Edit Delete Privileges
Field #8 - Mutually Agreed Extension Date (EXTENSION_DATE) Edit Delete Privileges
Field #9 - Draft Release of a Biological Opinion (DRAFT_RELEASE) Edit Delete Edit Options Privileges

L ee— T

Figure 12.4a: Individual Profile Page
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Field #31 - Concluding Documents (CONCLUDING_DOCUMENTS) Edit Delete Edit Options Privileges
Field #32 - URL (URL) Edit Delete Privileges
Field #33 - §7 C Reviewer (REVIEWERS) Edit Delete Privileges
Field #34 - Date Submitted for Section 7 Review (SUBMITTED_FOR_REVIEW) Edit Delete Privileges
Field #35 - Date Section 7 Review Finalized (REVIEW_FINALIZED) Edit Delete Privileges
Field #36 - Counsel Response (COUNSEL_RESPONSE) Edit Delete Edit Options Privileges
Field #37 - Submittal for Review Date (SUBMITTED_TO_COUNSEL) Edit Delete Privileges
Field #38 - NWR Waiver Criteria (N\WR_WAIVER_CRITERIA) Edit Delete Edit Options Privileges
Field #39 - SWR Waiver Criteria (SWR_WAIVER_CRITERIA) Edit Delete Edit Options Privileges
Field #40 - Date of GC Reply (DATE_GC_REPLY) Edit Delete Privileges
Field #41 - Conference (CONFERENCE_FLAG) Edit Delete Edit Options Privileges

Would youkE'Eo perform more actions relategtg this profile:

* Edit Profile

* Reorder Field(s’

* Copy Profile

* Privileges

« [Section Name || create section

or go to the-main page

PCTS Fisherles Service
About PCTS Fisheries Home
Regions/Offices Forms

User Guide Privacy Policy

Feedback
Search
About Us

Data Dictionary Information Quality Contact Us
Glossary Disclaimer

Figure 12.4b: Individual Profile Page
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A. Edit
On the Edit Page (Figure 12.5), the admin user is able to modify several fields, including the
System Name, Label, Default Value, and Description.

PCTS Fied

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

System Name  [CONSULTATION_STATUS |

Label  [status |

Default Value | |

Description | Status of consultation with NMFS.

Required? OYes @ No
Read Only?  @ves Ono
Single Edit? Yes *'No

Maximum Repeat? | i

Field Type | Text Field ﬂ|

Display Rule(s) Rule "Hide status on create”

Rule(s)

] me == "CONSULTATION_INITIATION_DATE", 4
value==null || value: ") v

Save | | Cancel

PCTS Fisheries Service
About PCTS Fisheries Home

User Guide Forms
Data Dictionary Privacy Policy

Glossary Information Quality

Disclaimer

Figure 12.5: Edit Page

B. Delete

The admin user is able to delete any field with one click of the “Delete” link. This operation is
not reversible so the admin user must be absolutely certain of the field status when deleting.
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C. Edit Options

The selections under “Edit Option” are specific to the profile chosen. In other words, the
admin user is able to add or edit field options within each profile. Existing field options can be
moved up or down based on priority level, activated, or inactivated. These field options can also
be modified by selecting “Edit” in the Operations section. New Field Options can be added as
well. The admin user can continue to edit or add additional field options by saving after each

operation. Clicking “Done” will take the admin user back to the Individual Profile Page (Figure
12.6).

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

,J‘M“

S PCTS

- NATIONAL MARINE FISHERIES SERVICE
home reports user guide data dictionary glossary profiles users regions
user profile log out

PCTS edi Field opfions

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Details

Profile Name: ESA-§7, Formal
Label: Activity Status

Field Options
ICode IDescription Operations
1 Long-term and Ongoing Down Edit Inactivate
02 faiting for action from the agency lUp Down Edit Inactivate
i (Active lUp Edit Inactivate

Add New Field Option

Code: |3

Description: |

PCTS Fisherles Service
About PCTS Fisheries Home
User Guide Forms

Data Dictionary Privacy Policy

Glossary Information Quality
Disclaime

Figure 12.6: Edit Options Page
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D. Edit Global Options

Global Options are unique in that the selections are linked across all profiles. Once the admin

user modifies a global option, the change will be updated for every instance that global option
occurs. For example (Figure 12.7), by selecting “Edit Global Options” for Species, the admin user
is able to edit, activate, or inactivate all instances that reference “Species” (Figure 12.8). In other
words, if “Abalone, black” is updated to “Abalone, all”, then every instance of “Abalone, black”
will be changed to “Abalone, all”.

Field #17 - Lead Federal Action Agency (LEAD_ACTION_AGENCY) Edit Delete Edit Global Options Privileges
Field #18 - Federal Action Agency (ACTION_AGENCY) Edit Delete Edit Global Options Privileges
Field #19 - Designated non-Federal Representative (DESIGNATED_NONFEDERAL) Edit Delete Privileges
Field #20 - Purpose of the action (ACTIVITY_DESCRIPTION) Edit Delete Privileges
Field #21 - Category of Activity (CATEGORYO1) Edit Delete Edit Global Options Privileges
Field #22 - Species (SPECIES_DETERMINATIONO1) Edit \Delete Edit Global Options Privil¢ges
Field #23 - Adoption? (ADOPTION) Edit Delete Edit Options Privileges
Field #24 - Date of Adoption (ADOPTION_DATE) Edit Delete Privileges
Field #25 - Incidental Take Statement (REMEDIES) Edit Delete Edit Options Privileges
Field #26 - State and County (STATE_COUNTY1) Edit Delete Edit Global Options Privileges
Field #27 - Datum/Latitude/Longitude (DATUM_LAT_LONGO1) Edit Delete Edit Global Options Privileges
Field #28 - HUC Number (HUC_NUMBER) Edit Delete Privileges
Field #29 - Activity Location (ACTIVITY_LOCATION) Edit Delete Privileges
Field #30 - Concluding Documents (CONCLUDING_DOCUMENTS) Edit Delete Edit Options Privileges
Field #31 - URL (URL) Edit Delete Privileges
Field #32 - QA/QC Reviewer (REVIEWERS) Edit Delete Privileges
Field #33 - Counsel Response (COUNSEL_RESPONSE) Edit Delete Edit Options Privileges
Field #34 - Date submitted for Counsel Review (SUBMITTED_TO_COUNSEL) Edit Delete Privileges
Field #35 - NWR Waiver Criteria (N\WR_WAIVER_CRITERIA) Edit Delete Edit Options Privileges
R — E—

Figure 12.7: Edit Global Options Page
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Welcome admin@pcts.noaa.gov

OCEANIC AND ATMOSP

HERIES SERVICE

NOAAFiS

ERIC ADMINISTRATION

Enter Data Find Consultations Federal Agency Status Query
Details
Profile Name: ESA-§7, Formal
Label: Species
Species Options
LListing [Critical
[Common Name [Population Name [Species Name [Operations
g [Status Habitat
Edit
|Abalone, black IOR, CA, Baja California |Abalone, black (OR, CA, Baja California) P
[Inactivate
. P . S Not [Edit
|Abalone, white ICalifornia |Abalone, white (California) [Endangered : P
Designated  [Inactivate
. . INot lEdit
[Bocaccio fPuget Sound DPS [Bocaccio (Puget Sound DPS) [Endangered
Designated  [Inactivate
5 ¢ [Coral, elkhorn (Caribbean and Western £ Edit
ICoral, elkhorn ICaribbean and Western Atlantic ¥ [Threatened |Designated .
jAtlantic) [[nactivate
. [Coral, staghorn (Caribbean and Western Edit
ICoral, staghorn ICaribbean and Western Atlantic 3 [Threatened |Designated
|Atlantic) [[nactivate
: — o . Edit
[Eulachon, pacific IColumbia River [Eulachon (Columbia River) [Threatened |Designated .
Inactivate
Marine mammal, unidentified INA Marine mammal, unidentified (NA) Mixed Mixed Edit Activate
Rockfish, brown ICoastal DPS Rockfish, brown (Coastal DPS) ot Edit Activate
[Warranted
Not Edit
Rockfish, canary fPuget Dound DPS Rockfish, canary (Puget Dound DPS) [Threatened
Designated  [Inactivate
INot
Rockfish, copper Puget Sound DPS Rockfish, copper (Puget Sound DPS) Edit Activate
[Warranted
INot.
Rockfish, quillback PPuget Sound DPS [Rockfish, quillback (Puget Sound DPS) 0 Edit Activate
[Warranted
% Not Edit
Rockfish, yelloweye Puget Sound DPS Rockfish, yelloweye (Puget Sound DPS) [Threatened . .
Designated  |[Inactivate
Edit
[Salmon, Atlantic IGulf of Maine DPS [Salmon, Atlantic (Gulf of Maine DPS) [Endangered |Designated
Inactivate
N N . Edit
[Salmon, Chinook [Snake River fall-run [Salmon, Chinook (Snake River fall-run) [Threatened [Designated : .
Inactivate
] 5 [Salmon, Chinook (Snake River Edit
[Salmon, Chinook [Snake River spring/summer-run N [Threatened |Designated
lspring/summer-run) Fnacuvate
Salmon. Chinnok (Sacramento River IFdit

e — S

Figure 12.8: Edit Global Options - Species Page
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E. Privileges
This operation allows the admin user to determine which user groups are able to edit, view,
and/or search a specific profile. These privileges can be set by a checkbox next to each group

under the specific action. Privileges can be set for Public, Corps Permit Applicant, Federal
Agency, NMFS General,and NMFS Data Entry groups. (See Figure 12.3.)

F. Add Field

The admin user can add additional fields by clicking on the “Add Field” link on the top left of the
Individual Profile Page. Once the fields have been completed, the new field for the consultation
will be added when the admin user selects “Save”.

PCTS Fied
Welcome admin@pcts.noaa.gov
Enter Data Find Consultations Federal Agency Status Query
System Name | |
Label | |
Default Value | |
Description
Required? OYes O No
ReadOnly? Oves ®no
Single Edit?  @ves ONo
Maximum Repeat? |
Field Type [ Federal Action Agency -]

Display Rule(s)

Rule(s)

Save | | Cancel

PCTS
About PCTS

User Guide
Data Dictionary

Glossary

PCTS User Guide

Fisherles Service

Fisheries Home
Forms

Privacy Policy
Information Quality
Disclaimer

Figure 12.9:Add Field Page
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C AND ATMOSPMER

G. Expanded View

The admin user is also able to click on the field name to quickly view the details of each field

(Figure 12.10). Likewise, once the field name has been expanded, the user is able to click on the
field name again to close the expanded view.

HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

/) PCTS
{V:‘ PUBLIC CONSULTATION TRACKING SYSTEM
-

NATIONAL MARINE FISHERIES SERVICE

home regions/offices reports user guide

data dictionary glossary profiles users
regions user profile log out

PCTS View Profile

Welcome admin@testing.com

Enter Data Find Consultations Federal Agency Status Query
Add Field

Profile

Profile Name: ESA-§7, Formal
Region: All Regions

No Assigned Section

(CONSULJATION_STATUS)

Edit Delete Privileges

cid-T Text Field

Default Value:

Description: Status of consultation with NMFS.
Required? No

Read Only? Yes

Single Edit? No

Maximum Repeat? 1

Display Rule(s): N/A

Rule(s):

rule "set status to 'Under Review'"
when

TrackableFieldValue(internalName == "NMFS_RESPONSE DATE", value==null || value=="")
TrackableFieldvalue(internalName == "CONSULTATION_INITIATION DATE", value==null || value=="")
TrackableFieldValue(internalName == "MORE_INFORMATION", value==null || value=="")
$statusField : TrackableFieldValue(internalName == "CONSULTATION STATUS")

then

$statusField.setValue("Under Review®);

Done

I —

Figure 12.10: Field Quick View
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12.1.3 Add Profile

To add a new profile, the admin user can click on the “Add Profile” link located at the top left of
the Profile Page (Figure 12.11). The admin user can then input the Profile Name and the Region
for the new Profile (Figure 12.12). A new field can be added by choosing the “Add a field”
button. Each additional field can be added by selecting “Add another field” on the Add a Field
Page (Figure 12.13). If needed, fields can be reordered by selecting the “Order field” link.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

o,
&) NOAA PCTS
]”*-»~..,~~"; NATIONAL MARINE :\CiHVEFVE: :%n*n\cz 7 7 ) 7

home regions/offices reports user guide data dictionary glossary profiles users

regions user profile log out

PCTS List Profile

Welcome admin@testing.com

Enter Data Find Consultations Federal Agency Status Query

Z e lists all the profiles in the system. A profile is the configuration for the different Trackable types (Project / Consultation, Event)
Add Profile

[Profiie Name A Region A\ JLast Modified Date .
v v vOperanom;

|Project [All Regions 11/4/11 6:58 AM [Edit Profile Reorder Field(s) Copy Profile Privileges
IMSA-EFH, Early coordination [All Regions 11/18/11 2:03 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
IMSA-EFH, consultation [All Regions 11/18/11 2:05 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
I§SA-§7 Informal |All Regions 11/18/11 2:07 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
hmglementatlon Record jAll Regions 10/26/11 9:04 AM [Edit Profile Reorder Field(s) Copy Profile Privileges
ESA-g? Formal [All Regions 11/18/11 2:10 PM [Edit Profile Reorder Field(s) Copy Profile Privileges
Unknown [All Regions 11/7/11 1:49 PM [Edit Profile Reorder Field(s) Copy Profile Privileges

PCTS Fisheries Service

About PCTS Fisheries Home Feedback
Regions/Offices Forms Search
User Guide Privacy Policy About Us

Data Dictionary Information Quality Contact Us
iction: deghry 2.0.21-SNAPSHOT

Figure 12.11:Add Profile Link
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NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

home reports user guide data dictionary glossary profiles users regions
user profile log out

PCTS Profile

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Profile Name I

Region | All Regions ﬂl

PCTS Fisherles Service
About PCTS Fisheries Home

User Guide Forms
Data Dictionary Privacy Policy

Glossary Information Quality
Disclaime

Figure 12.12:Add Profile Page
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Welcome admin@pcts.noaa.

gov

Enter Data Find Consultations

Federal Agency Status Query

System Name I

Label |

Default Value |

Description

Required? Oves ONo
ReadOnly? Oves ®no

Single Edit?  @ves OnNo

Maximum Repeat? |

Field Type | Federal Action Agency

K|

Display Rule(s)

Rule(s)

Add another field | [ Order fieid(s) | [ cancel |

PCTS

About PCTS
User Guide
Data Dictionary
Glossary

Fisherles Service

Fisheries Home
Forms

Privacy Policy
Information Quality
Disclaimer

PCTS User Guide

Figure 12.13:Add a Field Page
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2.2 Users

The List User Page (Figure 12.14) allows the user to add a new user or modify existing users.

The user list is displayed in a similar format as the query results. To navigate this page, the
admin user can choose the single arrow for the next page or the double arrow for the last page.
These arrows are located at the top right of the search results. Likewise, if you need to search

previous pages, you can use the single or double arrows on the top left of the results page to
search. In addition, the user can search by page number located at top middle of the search

results. This list can be sorted by User Name or Full Name in both ascending or descending

order.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS

P

SIHTATION TR
ULIATIOI K

SERVICE

& NOAAFCTS .
. 4 NATIONAL MARINE FISHER

=g

ACKING
ACKING

CAREERS

home reports user guide data dictionary glossary profiles users regions

user profile log out

PCTS List User

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

This page lists all the users in the system.

Add User

lUser Name Full Name

iGroups |Permissions

A
V|

4»

|Operations

ROLE_ListAllUsers
ROLE_ManageGlobalOptionForRegion|
ROLE_DeleteTrackable
ROLE_CreateProfile
ROLE_LinkTrackable
ROLE_SeeMissingProfileFields
ROLE_EditUserGroup
ROLE_ManageAllRegions
ROLE_ViewTrackable
ROLE_EditUser
ROLE_ListAllProfiles
ROLE_ManagelookupData
ROLE_ChangeTrackableProfile
ROLE_SearchTrackable
ROLE_ViewProfile
ROLE_EditTrackable
ROLE_EditProfile
ROLE_CreateTrackable
ROLE_OverrideSingleEditField
ROLE_Login
ROLE_ManageOfficeHierarchy
ROLE_CreateUser
ROLE_ListUsersForMyRegion

INMFS
dmin@pcts.noaa.gov lamadmin (Data
Entry)

Edit Groups Permissions Delete

ROLE_EditUserPermission

Figure 12.14: List User Page
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12.2.1 Operations

For existing users, the admin user is able to edit the individual user information, determine

which groups the user will belong to, decide which permissions the user will have, and/or delete

the user.

A. Edit

Choosing the “Edit” option under the Operations section allows the admin user to modify the

Full Name as well as the default region, division, state office, office, and/or branch team. The

only field that is not editable is the Username as it is tied to the user’s email address. The only
way to change the username is to delete the user entirely and create a new one with the

updated email address.

NOAA HOME

WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

home

reports user guide data dictionary glossary profiles users regions

user profile log out

PCTS User Info

Welcome admin@pcts.noaa.gov

Enter Data

Find Consultations Federal Agency Status Query

Username:

Full Name:

Default NMFS Lead
Region:

Default NMFS Division:
Default NMFS State
Office:

Default NMFS Office:

Default NMFS
Branch/Team:

( Save ) ( Cancel )

——

PCTS

About PCTS
User Guide
Data Dictionary

Glossary

PCTS User Guide

admin@pcts.noaa.gov

|Iamadmin

| Northwest Region jl
| Protected Resources Division _le
[1dzho state Habitat Office -]
[saimon, 10 (HcD, NwR) -]

| HCD, ISHO - Conservation Program Habitat Branch jl

Fisherles Service

Fisheries Home
Forms

Privacy Policy
Information Quality
Disclaime

Figure 12.15: List User - Edit Page
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B. Groups
The admin user can determine which groups an individual user can belong to by simply checking
off the appropriate groups on the Groups Page (Figure 12.16).

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

o ———

home reports user guide data dictionary glossary profiles users regions
user profile log out

PCTS User Grovps

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Username: admin@pcts.noaa.gov

Groups
Public a
Corps Permit Applicant 8
Federal Agency =]
NMFS (General) (@]
NMFS (Data Entry) ™

Save Cancel

PCTS Fisherles Service

About PCTS Fisheries Home
User Guide Forms
Data Dictionary Privacy Policy

Glossary Information Quality
Disciaime

Figure 12.16: List User - Groups Page
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C. Permissions

The admin user can determine which permissions each user will possess by checking off which
roles the user will have. For the purpose of ease, the “Check All” check box will select all
options for the user.

PCTS User Permissions

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Username: admin@pcts.noaa.gov

Permissions

™ ROLE_Login

() Check All

™ ROLE_CreateProfile

# ROLE_EditProfile

@ ROLE_ListAllProfiles

@ ROLE_ViewProfile

@ ROLE_CreateTrackable

# ROLE_DeleteTrackable

™ ROLE_EditTrackable

™ ROLE_LinkTrackable

@ ROLE_OverrideSingleEditField
@ ROLE_SearchTrackable

8 ROLE_SeeMissingProfileFields
@ ROLE_ViewTrackable

@ ROLE_ChangeTrackableProfile
™ ROLE_CreateUser

™ ROLE_EditUser

™ ROLE_EditUserPermission

™ ROLE_EditUserGroup

™ ROLE_ListAllUsers

# ROLE_ListUsersForMyRegion
[ﬂ ROLE_ManageAllRegions

@ ROLE_ManageOfficeHierarchy
@ ROLE_ManagelLookupData

@ ROLE_ManageGlobalOptionForRegion
(] ROLE_ManageAnnouncements
() ROLE_ViewAnnouncements

Save Cancel

Figure 12.17: List User - Permissions Page

D. Delete
A user can be deleted by choosing the “Delete” option under the Operations section. This
option is permanent so the admin user must be sure when completing this operation.
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12.2.2 Add User

A new user can be added by selecting the “Add User” link located at the top left of the List
User Page (Figure 12.18). Once selected, the admin user is able to create a new user (Figure
12.19) by specifying a username (email address), password, full name, region, division, offices, and
branch or team. Once saved, the new user will successfully be created.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

/) PCTS
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home e reporfls user guide data dictionary glossary profiles users regions
user profile og out

PCTS List User

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

i e lists all the users in the system.

Add User

UserName AJFull Name
v iGroups |Permissions |Operations

4»

ROLE_ListAllUsers
ROLE_ManageGlobalOptionForRegion)
ROLE_DeleteTrackable
ROLE_CreateProfile
ROLE_LinkTrackable
ROLE_SeeMissingProfileFields
ROLE_EditUserGroup
ROLE_ManageAllRegions
ROLE_ViewTrackable
ROLE_EditUser
INMFS ROLE_ListAllProfiles
& ROLE_ManagelLookupData “ 2 g
pdmin@pcts.noaa.gov lamadmin (Data _ [Edit Groups Permissions Delete
entry) ROLE_ChangeTrackableProfile
ROLE_SearchTrackable
ROLE_ViewProfile
ROLE_EditTrackable
ROLE_EditProfile
ROLE_CreateTrackable
ROLE_OverrideSingleEditField
ROLE_Login
ROLE_ManageOfficeHierarchy
ROLE_CreateUser
ROLE_ListUsersForMyRegion
ROLE_EditUserPermission

Figure 12.18: List User - Add User Link

PCTS User Guide 83



/) NOAA FISHERIES SERVICE

NOAA HOME WEATHER OCEANS FISHERIES CHARTING

RESEARCH COASTS CAREERS

NOAA ECTHFS‘WE“ ION TRACKING SYSTE

home reports user guide data dictionary glossary profiles users regions
user profile log out
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Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Username: I

Full Name: I
Default NMFS Lead [ Please select B
Region:
Default NMFS Division: | --No Division is available for this NMFS Lead Region-- jl
Default NMFS State | --No State Office is available for this NMFS Lead Reglonjl
Office:
Default NMFS Office: [ --No Office is available for this NMFS Lead Region-- __~ ||
Default NMFS l --No Branch/Team is available for this NMFS Lead Regicjl
Branch/Team:
Save Cancel

PCTS Fisherles Service
About PCTS Fisheries Home
User Guide Forms

Data Dictionary Privacy Policy

Glossary Information Quality
Disclaime

Figure 12.19: List User - Add User
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12.3 Regions

Admin users are able to add a new region or edit existing regions on the List Region Page
(Figure 12.20). The results can be sorted by Code, Name, or Description in both ascending and
descending order. The Code is only editable when a user first creates a new region.
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home reporis user guide data dictionary glossary profiles users regions
user profile log out

PCTS List Resjon

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query
Add Region
iCode A Name A [pescription A }
v v vOperanons

JAKR |Alaska Region [Edit Region Manage Office Manage Global Option
fFHC Habitat Conservation, Office of [Edit Region Manage Office Manage Global Option

ER [Northeast Region [Edit Region Manage Office Manage Global Option

WR INorthwest Region [Edit Region Manage Office Manage Global Option
PIR Pacific Islands Region [Edit Region Manage Office Manage Global Option
FPR [Protected Resources, Office of [Edit Region Manage Office Manage Global Option
ISER [Southeast Region [Edit Region Manage Office Manage Global Option
SWR [Southwest Region [Edit Region Manage Office Manage Global Option

PCTS Fisheries Service

About PCTS Fisheries Home
User Guide Forms
Data Dictionary Privacy Policy

Glossary Information Quality
Disclaime

Figure 12.20: List Region Page

12.3.1 Operations
For existing regions, the admin user is able to edit a region, manage the office, and/or manage
the global options.

A. Edit Region

The “Edit Region” feature allows the user to modify the name and description of the region.
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B. Manage Office

The “Manage Office” link goes to the Office Hierarchy Page (Figure 12.21) that gives the admin
user permission to assign various offices, branches, teams, headquarters or divisions to each
region. By choosing any of the “Assign...” links, the admin user will be able to select a variety of
choices pertaining to that specific option (Figure 12.22). The admin user is able to assign

Office, State Office, Branch/Team, Headquarter, and Division to each region. In addition, the
“Show/Hide” button allows the admin user to decide which sections of the page are viewable at
any given time (Figures 12.23a and 12.23b). This Office Hierarchy also allows the user to
remove any Office, Branch/Team, Headquarter and/or Division.
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PCTS office Hararchy = —

Welcome

Enter Data Find Consultations Federal Agency Status Query

Region

Assign Branch/Team
Region Code: AKR

Region Name: Alaska Region

Headquarters Office Show/Hide Assign Headquarter

IName IOperations I
P\ln Headquarters I

Division Show/Hide Assian Division

[Name Parent Office Name |Operations

|Assign Office

|Assign State Office
|Assign Branch/Team
IRemove

|Assign Office

|Assign State Office
IAssian Branch/Team

Remove

[Habitat Conservation Division (Alaska Region

fProtected Resources Division (Alaska Region

|Assign Office

lAssign State Office
|Assign Branch/Team
Remove

[Sustainable Fisheries Division [Alaska Region

State Office Show/Hide )

]Name |Parent Office Name |0peratlons ]
ho State Offices |

L eee— T

Figure 12.21: List Region - Office Hierarchy Page

PCTS User Guide 86



NOAA FISHERIES SERVICE

Enter Data Find Consultations Federal Agency Status Query

Please select Branch/Team

O caribbean Team

O central Coast

O Gulf of Mexico Branch

O HCD, ISHO - Conservation Program Habitat Branch
O HCD, ISHO - North Idaho Habitat Branch

O HCD, ISHO - South Idaho Habitat Branch

(@) HCD, ISHO - Statewide Idaho Team

O HCD, OSHO - Central Oregon Branch

O HCD, OSHO - Eastern Oregon Branch

O HCD, OSHO - Oregon Coast Branch

(6] HCD, OSHO - Willamette Basin/ Lower Columbia Branch
(¢ HCD, WSHO - Central Puget Sound Habitat Branch
O HCD, WSHO - Eastern Washington Habitat Branch
O HCD, WSHO - Northern Puget Sound Habitat Branch
O HCD, WSHO - Southwest Washington Habitat Branch
(@) HCD, WSHO - Washington Transportation Team

O HPD - FCRPS Branch

O HPD - FERC Branch

O Habitat Conservation

O Mid-Atiantic Team

O New England Team

O North Coast

O PRD - Permits and Marine Mammals Branch

O PRD - Salmon Recovery Branch

O Protected Resources

) SER HCD (F/SER4)

O SFD - Groundfish Branch

O SFD - Permits & Economics Branch

O smp - Fishery Management Branc

© SMD - Production & Inland Fisheries Branch
O San Francisco Bay
O South Atlantic Branch

Save Cancel

PCTS Fisheries Service

About PCTS Fisheries Home

L eee— T

Figure 12.22: List Region - Assign Branch/Team Page
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Welcome admin@pcts.noaa.gov
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Region Code: AKR
Region Name: Alaska Region
Headquarters Office  ( Show/Hide Assign Headquarter
hame \‘I‘ ions |
e gparer ~ |
Show/Hide Assiagn Division

IName [Parent Office Name

[Assign Office

|Assign State Office
(Assign Branch/Team
Remove

|Assign Office

|Assign State Office
|Assign Branch/Team
IRemove

[Assign Office

|Assign State Office
IAssign Branch/Team
Remove

[Habitat Conservation Division (Alaska Region

PProtected Resources Division (Alaska Region

[Sustainable Fisheries Division |Alaska Region

State Office

hame |Parent Office Name |0perat[anl |
ho State Offices |

R — E—

Figure 12.23a: List Region - Show
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Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Region
Region Code: AKR Assign Branch/Team
egion e:
Region Name: Alaska Region

Headquarters Office Show/Hide Assign Headquarter

|0peratlans |

I
| o
ho Headquarters \ |

Division Assign Division
State Office  ((Show/Hide

Pame |Purent Office Name |0peratlons |
ho State Offices |

office

[Name IParent Office Name |Operations

IAssign Branch/Team
IRemove

IAssian Branch/Team
[Remove

|Assign Branch/Team
[Remove

IAssign Branch/Team
IRemove

IAssign Branch/Team
|Remove

" 5 5 Fwe: Essian Branch/Team
hiinean Ak <1 1etainahia Ficharine Nivicinn

|Anchorage, AK [Habitat Conservation Division

uneau, AK Habitat Conservation Division

|Anchorage, AK IProtected Resources Division

uneau, AK lProtected Resources Division

Anchorage, AK Sustainable Fisheries Division

R — E—

Figure 12.23b: List Region - Hide
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C. Manage Global Options

Global options can be assigned to each region (Figure 12.24). The global options include Fishery
Management Plan, Line Office, Species, State, and Subcategory. Within each global option, the
admin user has the ability to assign or remove options for each region. As with the Global
Option in the Profile section, the changes made here will be updated across all regions.

NOAA HOME WEATHER OCEANS FISHERIES CHARTING SATELLITES CLIMATE RESEARCH COASTS CAREERS

NOAA PCTS - P

home reports user guide data dictionary glossary profiles users regions
user profile log out

2

-

PCTS Manase Glooal opfions

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Which global option would you like to assign to this region?

* Fishery Management Plan
* Line Office

* Species

* State

* Subcategory

or go to the List Region page

PCTS Fisherles Service
About PCTS Fisheries Home
User Guide Forms

Data Dictionary Privacy Policy

Glossary Information Quality

Figure 12.24: List Region - Manage Global Options

For example, in the Fishery Management Plan global option (Figure 12.25a), the admin user is
able to remove the current settings under the Operations section of the page. Or, if additional
plans need to be assigned, the admin user can choose the “Assign Fishery Management Plan”
located at the top right of the page (Figure 12.25b). On each global option page, the user is
also able to configure other global options by selecting the one of choice at the bottom of the
page (Figure 12.26).
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home reports user guide data dictionary glossary profiles users regions
user profile log out
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IMATE RESEARCH COA!

CAREERS

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Region

Region Code: AKR
Region Name: Alaska Region

Fishery Management Plan Assign Fishery Management Plan
[Description [Active? / [Operations \
|Alaska Weathervane Scallops ‘es / IRemove
flaska salmon es [ Remove \
farctic resources es I Remove l
[BSAI Groundfish es \ Remove l
[BSAI King and Tanner Crabs [Yes \ IRemove /
[GoA Groundfish es  \ Remove /

Would you like to configure other global options for this region? \-/

* Line Office
* Species
* State

* Subcategory

or go to the List Region page

PCTS Fisheries Service <o,

- > \
About PCTS Fisheries Home f i v
User Guide Forms %

T ——

Figure 12.25a: List Region - Global Options Operations
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Welcome admin@pcts.noaa.gov

IMATE RESEARCH COAS

CAREERS

COI LIA

ISHERIES SERVICE

Enter Data Find Consultations Federal Agency Status Query

Region

Region Code: AKR
Region Name: Alaska Region

Fishery Management Plan Assign Fishery Management Plan
[Description [Active? [Operations
|Alaska Weathervane Scallops ‘es IRemove
flaska salmon es Remove
farctic resources es Remove
[BSAI Groundfish es Remove
[BSAI King and Tanner Crabs [Yes IRemove
IGOA Groundfish es Remove

Would you like to configure other global options for this region?

* Line Office

* Species
* State
* Subcategory

or go to the List Region page

PCTS Fisheries Service

About PCTS Fisheries Home

User Guide Forms
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Figure 12.25b: List Region - Assigning Global Options Link
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IMATE RESEARCH COA!
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Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Region

Region Code: AKR
Region Name: Alaska Region

Fishery Management Plan Assign Fishery Management Plan
[Description [Active? [Operations
|Alaska Weathervane Scallops ‘es IRemove
flaska salmon es Remove
farctic resources es Remove
[BSAI Groundfish es Remove
[BSALKing 610 Tanner Crabs . [Yes Remove
IGOA Groundfish es Remove

Would you like to configure other global options for this region?

* Line Office
* Species

* State

* Subcategory

or go to the List
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Figure 12.26: List Region - Configuring Additional Global Options
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Once the “Assign Fishery Management Plan” link is chosen, the admin user then has the option
to select additional global options to assign to the region (Figure 12.27). Once the selections
have been made, the admin user can click on “Save” to successfully add the options to the
selected region. These steps apply to all of the global options listed on the List Region Page.

PCTS Show uw‘%)r% rrn‘tsvm

Welcome admin@pcts.noaa.gov

Enter Data Find Consultations Federal Agency Status Query

Please select Fishery Management Plan

() American Samoa FEP

() Atiantic Herring (New England)

(] Atlantic Highly Migratory Species

[C] Atlantic Mackerel, Squid, and Butterfish (Mid-Atlantic)
() Atlantic Salmon (New England)

() Atlantic Sea Scallops (New England)
(] Atlantic Surf Clam and Ocean Quahog (Mid-Atlantic)
[ Bluefish (Mid-Atlantic)

) CFMC-Conch

() CFMc-Coral

(] CFMC-Reef Fish

() CFMC-Spiny Lobster

(] Coastal Pelagic Species (Pacific)

() Deep-Sea Red Crab (New England)

() Dolphin and Wahoo (South Atlantic)
] GMFMC-CMP

)] GMFMC-Coral

() GMFMC-Red Drum

) GMFMC-Reef Fish

() GMFMC-Shrimp

(] GMFMC-Spiny Lobster

() Golden Crab (South Atlantic)

) HMS

() Hawaii FEP

() Marianas FEP

) Monkfish (NEFMC & MAFMC)

() Northeast Multispecies (New England)
] Northeast Skate Complex (New England)
(] PRIA FEP

() Pacific Groundfish

() Pacific salmon

() pelagics FEP

() SAFMC-CMP
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Figure 12.27: List Region - Assigning Global Options
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13. Troubleshooting

|3.1 Getting Help

When a problem occurs, help options are available from the PCTS Main Navigation Menu. At

the top of the menu, select the “User Guide” link to access the online User Guide. The “Data
Dictionary” and “Glossary” links may prove to be beneficial as well.

In addition, you may contact the PCTS Support Team by sending an email to
“PCTS.usersupport(@pcts.noaa.gov’.
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